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FOREWORD

The new analyst in OST frequently finds that the prodaction of sciestilie
inteHligence is an aetivity for which his previous experience is not adeqguate
preparation, He ds fneed with o myrdad of vehicles for o producet whose
mare may be only dimly percelved and which is supposed to serve the
veeds of undefined costomers, He s difficolty in finding opemtionadly
wseful definitions and guidelines to help shape his or her efforts, ‘This
hundbook provides some assistanee by serving as a gaidebook to intelligence
products,

Scientific intelligence is o subset ef finished intelligence. s subject
: matter is the whaole spectrum of selenee und technology and its methods are
those of the scientist, “Thus, certain boundury corditions are imposed on the
anadyst. Clearly he must be knowledgeable in las substantive field; bt this
is equally true of analysts in uny other field. More relevant is the need that
he apply all the elements of the seientifie method o his work. The same
requirement for completeness, skepticism, objectivity, and rigor apply to the
analyst studying an intelligence problem as it does in the laboratory.

The analyst in scientifie intelligence frequently also has one  great
advantage over his counterpart in other areas of intelligence; he has a court
of appeals sepresented by the taws of nature, The economic or paoiitical
analyst has no equivalent, in terms of validity, of Newton's laws or
Maxwell's equations to turn to, While the scientific analyst does not always
require that buttress, when needed it provides an array of alsolute and
unchallengeable standards,

As a subset, however, scientific intelligence must also mecet the criteria for
membership in the parent set of finished intelligence, This means first that
the product must meet the desires of our customer, the policy or
decisionmaker or his staff, Ly providing him with the needed information
and analysis at the time he needs them, The analysis and judgments of the
study must be credible or they have failed of their purpose. They must be
provided in such form and style as to encourage him to read, and in
kinguage which is clear, concise, unambiguous, and understandable
Finally, the analyst must attempt to answer the questions his customer will
be asking—What is the significance of all this to the decisions whicls must
be made? What are the implications for the future?

The final product of the OST analyst's efforts is expected to meet all of the
above criteria. Although he finds himself faced by an apparently endless
round of reviewing and editing, deseribed in this handbook, it is in fact of
finite duration. Its objective is to help the analyst meet the high standards
of quality of the office and the agency. That they have been met to date
attests to their validity and to the outstanding cecmpetence and dedication
of eur people.

Deputy Director
Scientitic Intelligence 25X1A
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PREFACE

This handbook is Jesigned to introduce new analysts to OSI production
responsibilities, procedures, and practices, The substantive content of
production is dealt with only in o peripheral fashion; the emphasis is on
production mechanics—the sometimes simple, sometimes complex, but
always frustrating process of getting intelligence judgments into print.

The handbook may aiso be used as a reference for experienced OSI
analysts seeking ““refresher” guidance on the production mechanism, style,
and format of various Office and Ageney publications.

Shifts in rules, style, and format occur from time to time; thus, the
contents are subject to periodic revision. Even so, the handbook hopefully
will aid analysts in obtaining a common result, viz., the publication of
intelligence ‘nformation, succinet and unequivocal, within the shortest time
neeessary for maximum use,
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INTRODUCT(O

The significunt output of the Office of Scientific Intelligence is & *“finished
intelligence publieation,” which is defined in CIA regulations as a formal product of
ar evaluating component of the Agencey and contains positive intelligence information
which has been integrated, analyzed, evaluated, and interpreted. Finished intelligence
may oceur as a formal bound publication, a typeseript memorandum, or a briefing.
Intelligence may be characterized also as natioral, which transcends the competence
of a single department or agency and is required for the formulation of national
security policy, or departmental, which is that required by any department or agency
to carry out its own missioz. In addition, intelligence may be further categorized as
current or in-depth. OSLis involved in the production of all of the above categories of
scientific intelligence.

The various types of intelligence, excluding hriefings, are defined in the sections that
follow and procedures for their production are given.

ix
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OSI PUBLICATIONS

Production guidelines issued Jointly by the DD and DDS&T in April 1973 require
that all finished intelligence (other than current intelligence) e prepared for
publication in one of five eategories: intelligence brief, intelligence: memorandum,
intelligence report, intelligence hundbook, or researeh paper. A deseription of each
of these categories is presented in the nccompanying table, OS1 has not issued any
titelligence bricfs or Intelligenes handbooks under these guidelines.

Scientific and Technical Intelligence Report

In OS1 the Scientifie and Technieal Intelligence Report (STIR)—the “intelligence
report” format for the Directorate of Science and Technology—is the traditional
medium  for in-depth estimative studies that  present  conclusions on specific
intelligence problems in OSUs area of responsibility. STIRs cover foreign capabilities
and achievements in basic and applied arcas of the physical und life sciences as well as
in research und development relating to potential weapons systeme. Usually, the
evidence amassed to support the conclusions is sufficient to stabilize them over a
relatively long period (2-3 years). The STIR normaliy consists of a préeis, a preface,
problem statement, conclusions, summary (or combined summary and conclusions),
and a detailed discussion backup. They may contain a “trends’ section. Recent STIRs
have tended to be short manusceiipts, The préeis, conclusions, and summary of STIRs
should be written in language that can be comprehended readily by policymakers and
other high-level officials who do not necessarily have scientific or technical
backgrounds. Sometimes a “technical foreword” or appendix is added to provide
technical  background information that will help the nontechnical reader to
understand the paper.

In August 1973 the OSI Intelligence Board reiterated that the STIR was the
staridard OS* publication for reporting research and analysis. The Board also stressed
the following points:

a. Each STIR will contzin a précis of one page—or better, less than a page—to
be prepared by the respensible Division Chicf. The précis will both summarize the
paper and explain its importance. Its function is to enable a busy executive, who is
apt to be a layman, to decide whether he need read more of the study. It is essential
that the précis not merely repeat portions of the preface and conclusions.

b. STIRs will continue to have an “implications™ or “trends” section if appro-
priate to the subjert under discussion.

¢. STIRs are intended to be concise and analytical. Simple piesentation of data
or collation of data without analysis is to be avoided. Evidence should be limited
to that needed to support the asialysis.

d. All STIRs will be thoroughly edited, reviewed by the Intelligence Board, and
appropriately printed.

Processing of a STIR is as follows. Upon completion of the first draft and a thorough
review by the branch chicf, a report is given internal coordination and substantive

1
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Table

Guidelines for Production of Finished Intelligence
(Other Than Current Intelligence)

*[atelligence
Brief

**Intelligence
Memorandum

Intelligence
Report

Intelligence
Hanadbook

Research Paper

Purpose

Description

Printing

Dissernination

To meet specific need of a
policy maker in answer to
his request or on CfA
initiative.

To present a timely assess-
ment relating to a current
policy nroblem or intel-
ligence development im-
portant enough to warrant
attention of policy and
action officers.

To provide analysis and back-
ground data on events and
factors relevant to im-
portant problems of concern
to US policy makers.

To provide a reference aid to
policy and action officers.

To provide a means for
recording research and
analysis.

Highly ‘*‘personalized,” brief,
punchy, and sharply focused
oL specific policy question.

More generalized than a Brief,
but narrowly focused and does
not ususlly include detailed
background.

More detailed and comprehen-
sive but less time-urgent than
IM. Focused sharply or issues
affecting policy.

Compendium of factual infor-
mation.

Basic studies on substantive
areas and highly detailed or
technical analysis. The con-
clusions, if any, that result
from the study are not suffi-
ciently strong to warrant wide
dissemination.

Ordinarily
typewTitten

Typeset

Typeset

Typeset

Normally
typewritten

Limited to requester or
extremely small number
at highest policy making
levels.

Buroader than for Brief,
but highly selective in
terms of functional or
area responsibilities of
the recipients or their
staff officers.

Fairly broad. Intended for
lower-level staff officers
and specialists.

Policy and astion officers
as well as rcsearch and
analysis officers.

Variable.

*The Intelligence Brief is not produced in OSI as a formal publication. The type of materiai described as
cuntained therein is considered an infurmal publication by this Office. and procedures for its preparation are
contained in the subsection entitl>d Informal Production. page 7.

**In OSI, the Intelligence Memorandum is cossidered current irtelligence.
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approval by the Division front office, Phree “seript” copies are then provided 198 for
editing. The analyst and production specialist sgree onun edited version which is then
sent to the Division front office for formal appraval, With Diviston signoff, the dralt
(one copy) is reproduced by 188 and copies are sent (1) to GSI Intelligence Board (18)
memlb:ers, (2) to other offices in CIA for formal coordination {see discussion of
coordinution, page 16), wnd (3) @ the OST Publication Seeurity: Officer/1PS for
review  of  sonrces andd for indtiation  of  clearanee  requests (see section on
documentation, pege 21). Graphics ure taken to the Office of Geographice and
Curtographic  Research (OGCR)  Cartography  Division  (“Graphies  Shop™) {or
initiation of art work. At ieast 5 working days are allowed before the 1B meeting for
coordination and review. On a scheduled day (usaally @ Monday afternoon), the
author appears before the [B, usually accompanied by his branch chief and the
production specialist, The 1B is composed of the Director/S1 (Chairman), the Deputy
Dircetor/SI, the Exccutive Officer/SI, Chief, IPS, and the Division Chicfs. At this
meeting, the IB decides whether to approve a paper as representing Office position
and, if not, what revision is needed to make it aceeptable. In some cases when
substantial revisions are required, the I3 will ask to have the paper resubmitted;
sometimes, a “call-in® is requested, in which case the vevised portion of the paper is
circulateed to IB members and approval called in to 1PS by phone, After all suggested
changes and coordination comments have been considered, the finai draft is returned
to IPS where it is marked with instructions for the printer. The draft is then sent to the
Dircctor/SI for a “last look™ to insure that iB views have been appropriately
incorporated into the report. After final approval, itis sent to be printed at the Printing
Services Division (PSD) of the Office of Logistics,

After the STIRs are printed, they are disseminated acenrding to classification,
Codeword reports are disseminated from the QCI Registey and non-Codeword reports
are disseminated directly from the main printing plant. All Restricted Data reports,
however, are distributed through Restricted Data central control, regardless of
classification. The distribution list varies depending upon the classification of the
report. Any special distribution consistent -vith sccurity the analyst wishes to make,
e.g., to professionals in another Agencey, can be arranged by IPS. Guidance on release
to contraclors can be obtained from IPS,

The STIR production schedule of cach Division is reviewed formally at periodic
meoetings between the Director/SI and the chief of a Division. Most STIRs are added
to the Office Work Program at these meetings. Other STIR topies are added to the
production program as a result of informal discussions between an analyst and his
Division Chicf; a topic may be assigned to an analyst to answer a question raised in
National Intelligence Estimates; a STIR may also result from a specific request from
outside the Agency.

Intelligence Memorandum

The Intelligence Memorandum (IM) is a brief and timely assessment of an
important or cvolving situation related to one of OSI's arcas of substantive
responsibility. It is issued because of the probuble value of such intelligence to
immediate decisions confronting operating or policy officials.

TMs are rarcly programmed as they normally result from a developing situation.
They normally consist of a cammury and conclusions section and a fully documented

3
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discussion scetion, IMs zarely are longer than a fow pages und may contain graphics,
They are, however, edited and fully coordinuted with other approprinte CIA offices
and undergo 1B review, Dissemination s generally limited,

Research Paper

A Research Paper is o report that does not have sufficiently strong or broud
conclisions o warrant formal processing and disseminntion, Its Tormat is similar
to that of & STIR, but it does not have o présds, This category is rarely used in
OSL Additional detagls are fourad in the Tuble on page 2,

Scientifie Intelligence Digest

The Scientific Inteltigence Digest (SUD) is a monthly publication of articles pri-
marily by OSIund OWL 1L resembles a scientifie journal in the depth and breadih
of its articles, presenting timely analytical and estimative intelligence articles on
foreign science and technology and intelligence methodology. The articles contaiued
therein may present preliminary assessments of subjects undergoing anolysis, detailed
vepoiting and evaluation of limited topical arcas, and judgments and deseriptions
of intelligenee methodology and collection techniques, “Yhe précis, conelusions,
and summaries of other selected DDS&T publications are reprinted in the SID to
give extended dissemination to such findings. The SID is addressed to all levels of
consumers,

No formal programming for the SID exists. ltems ure originated in the Divisions as
eppropriate, but IPS prepares an informal listing, of possible topics for cach division
chief.

SID items ure moze currer:t, may be more speculutive, and are ofien the result of a
briefer study than STIRs. The format of an SID item is fiexible, Nevertheless, each
item must begin with a summary and/or conclusion paragraph written in language
undesstandable to the lay reader. There is no predetermined limit on the length of an
item; however, all information discussed must pertain directly to the problens.
Language may be as technical as necessary, but the intelligence significance of the
item must be clear to readers not technically trained.

The production process for the SID consists of the following steps: submission of
item in seript with rough graphies to IPS after Division approval (threugh division
channels); initial editing and formating: distribution of draft SID; meeting of the S1D
Board (chaired by the DD/SI and composed of OSI Deputy Division Chicfs and
Staff Chiefs and an OWI representative): post-Board revisions; and printing. Items are
submitted with source reference numbers keyed into the text and a listing of sources
(see section on documentation for details). Graphics submitted with the draft item,
photos or rough sketches, are sent by IPS to cartography at this time. if the graphic is
complex, cartography is advised to contact the analyst before beginning any work. The
draft SID is sent to all Divisions as well as to other Agency offices for coordination. The
SID Board is then convened to review the draft. Division comments s well as
commeats from other offices are discusied. Each item is carefully reviewed for
intelligence significance, clarity, strength and logic of supporting information, and
alignment with Office policy. Subsequent to Board review, suggested changes ar
made jointly by the author and the editorial staff. Usually there is no further
substar tive review, but when the item is sensitive or controversial, & “last-look™ may

4
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he requesterd by the Director or Deputy Director/SL The analyst reviews a “seript”
prool copy prior to final printing, but only changes involving typing errors or major
substantive updating are made at this time.

Processing of the SID s seheduled as follows:

Ist work duy of month Divisionul submission of complete
item to 1PS lor editing

5th work day of month Edited items sent to Board members for
review and other CIA offices for
coordination

10th work day of month Board meeting

6th work day from end of Completed SID tape sent to Printing
month Services Division

it work day of month Dissemination

The SID is printed at two clussification evels—an SI/TKH issue containing ali
items and u SECRET issue centaining items SECRET and below. Currently, 600
copies of the SECRET version and 250 copies of the SI/TKH version are being

25X1A  diseminated. [

Reprints of the SID are availuble in microfiche or, for individunl items,
in hard copy. Supplements to the SID are oceasionally issued when controls preclude
the inclusion of the item in the Digest,

Surveyor

The Daily Surveyor is an internal publication intended to provide the 1/SI,
DI/S&T, and other Ageney readers a rapid and brief analysis of current significant
matenal received by OSL It is intended to be less formal than other OSI publications;
the analytical comments are “quick-look” in nature and subject to change in the light
of additional information, The views expressed are not coordinated outside £ OST and
OWI. The Weekly Surveyor, which is distributed throughout the Intelligence
Community, contains items selected from the Daily which have been coordinated with
appropriate components within CIA.

Although the Surveyor is a part of OSI's ivrmizt prodystion program in that it
adheres to a duaily and weekly schedule, there is no prograraming of the individual
items whizir appear in the Surveyor. The material produced is a function of the quality
and amount of information received on u continuing basis, and the preparation of an
itern depends largely on the initiative shown by the individual analyst as he scans this
information.

The Surveror is produced hy a staff cheired by a representative of the Chief, IPS.
The stuff is c.:mposed of one analyst from cach division (Division Representatives) who
seaves 4 2-4 month tour of duty. This staff processes and coordinates items for
publication in the Daily and seleets Daily items for republication in the Weekly.

A Surveyor item should be written in a straightforward “gist-comment™ style,
although gist and comment may be combined if the nature of the information would

5
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ke e nornnd sty de appear webitres and s kward, A tvpiond ttem s the following,
fornmat;

Title: "Sowviets Develop Advaneed Tntegrted Glreait”™ ke it short, with the
countey, subject o a verh),

Gt Keep it shot and conhimed to a singlde sobjeet, famphse the souree
doenment e the quole is necessary 1o the Interpretation of meaning,
Be accunde o sonree eitatbon, Be suee the dociment number, dite, elssilicn- .
tion, awd continly are correel

Comment: The finst sentence of the comment should contiuin the most siygnifi-
cant intelligence implication of the “wist.™ Keep the eomment as short oy
possible—and make sure the comment v the anadvst's judgment and not
a repeat of the source, The masimuny desived length ol an item is ahout 30 lines,

Annes items are prepared oceasionadly when the subject matter is comples, when
data have accomulated over o substantinl period of me, and when the material
is not the qualite of wn SHD item. Such items do not follow the gist-comment format,
hut are written with normal parggraphing. They are usaally Tonger than 30 lines
and may ave to wait for space in the Daily,

The processing of an item for the daily varies amony Divisions; some Divisions
recquire Division “front office’™ review and others do not, The Division Representative
is aesponsible for assecing that the item ds elear, concise, and has intelligence
implications,  When  the item has been cleared  through the Division,  the
Representative pusses it to the Chief, Surveyor Staff, by 1600 for final editing ond
formatting. Fyping Tor the daily begins at 0900 the nest day: the mats are proofed,
corrected, and taken to the print shop by 1045, The Daily normally is disseminated by o
noon,

Hems for daily publication are coordinated within O8I as time permits, The
preparing analyst can handle this himself, or indicate to his Division Representative
the need for coordination and with whom. Other than Division sign-off, the item
receives no formal review,

The Surveyor Staff seleets Daily items for publication in the Weekly. ltems chosen
for the Weekly will be updated by the author, and changes suggested asa result of the
Representatives meeling or as a result of coordination within CIA also will be
considered by the author. The Division Representative will review the items before
submitting the weekly package to Chief, Surveyor. Classifications and controls will be
double-checked by the Division Representatives. The preparing analyst retains the
privilege of challenging a negative vote by either rewriting the item or by appearing
hefore the Representatives to explain or clarify his position.

Items selected for the Weekly are reviewed in OSI and also are passed to other
offices within the Ageney for coordination by COB Tuesday. The comments of these
offices are passed to the preparing analyst for his consideration. If there seems to be
irrcconciluble differences in the substantive judgments contained in an item, the item
is withheld from publication,

Typing on the Weekly begins at 1100 Wednesday. The mats are proofed, corrected,
and taken to the priat shop by COB Friday.

; o
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‘ The Dadly Survevor v a " CIA Totesnal Ve Ondy™ documeant and abiont 200 copies
mee disseminated,

The two verstons of the Weekly Suveyvor (SEGRET and SEZUKED e distribated
Uinoonghout the intelligenee commumity, Copies are also forwarded to the DD/S&T
Hadson olficers overseas, OSEeontmctors are sestrieted to elipped items furnished by the
spossority. Divisions, Gureently, 475 coples of the Seeret verion and 255 copies of the
SEZPRIET version sre disseminanted,

Monthly Review of Publications Issued by the Directorate of Science &
Technology

The Monthly Review was first published i January 1974 1t replaces the OS]
Mouthly Tndex which was terminated with the December 1973 fssue, The change wis
not one of substunee hut of fornet 1o make the contents more usefel 1o the consimer.

The Monthly Review presents préeis and abstracts of reports, memoranda, and
Scientific tntelligence Digest items published by the Dircctorate of Science &
Teehnology The Review s designed to provide o pertinent overview of the results and
significance of setentific and technical intelligence analyses in o form that can he
seanned with core and rapidity. In addition, the titles of articles appearing in the
Weekly Surveyar and the OWI Weapons Intelligence Summary are listed,

The preécis it taken verbatim from the STIR. The IM and SHD abstrets are written
from the Summary and Conclusions, No coordinaaton is required,

The Monthly Review receives a distribution of about 200 capics,
Informai OSI Production

In addition to formally scheduled and produced intelligence, OSEis becoming more
involved in the preparation of ad hoe typeseript intelligence memoranda, inputs to
unschedualed production, and briefings, Exambles of this type of produztion include an
information memorandum to a member of the National Security Council Staff or o
DD/O unit, a contribution to an OCI area Staff Notes publication, a contebution to a
Sitrep, or a DDR&E bricfing, Such production may be requested by another Ageney
Office. an N1O, 2 non-CIA unit, or may be initiated by any analyst who sees
developing situation which needs such a response. The request for such production
should come to the analyst through the normal OSI chain of command. If the analyst
is contacted directly, it is imperative that the Exeeutive Officer, OSL be informed
promptly through normal divisional channels.

This type of information is frequently required on a short deadline. 1PS will assist, if
desired, in carrving out as much of the coordination and review procedure as is
consistent with meeting the deadline, When time permits, such papers will be edited
by 1PS. All such production will be approved by the Division Chief and OD/SI. A
copy of the finished product will he provided the OD/SE DDS&T, and IPS for
consideration for subsequent use in formal production,

Drafts of very rush material, being sent to high level Ageney members (DCL NTQs,
ete.) and senior Government officials. should be hand-coried through OD/SI for
substantive approval before typing in finul. Whon repetitive typing is foreseen, it is
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spgested that cudy dbts be ot in the compater for quick up-dating“The
correspondunice manunl provides nlommton  on roting,  noumber of copies,
Tetterhead, et dor final prepasetion. The Operations Conter can 1.DX (Jong-
distanee encoded seron) sieh memos 1o State, the White Honse, DIA, ote., for
extremely rapid tansmmittal,

L]
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CIA INTELLIGENCE PRODUCTS

Introduction

OSL s nvolved in production by other Ageney components in two ways; the
contdinntion of Hems which inclnde intelligenee within OSEs aren of responsibility
v and, less frequently, the preparation of items for such publicitions. Thive major
publications—the Carrent Inlelligence Weekly Review, the President’s Daily Brief,
and Stdies in Intelligence are desertbed below, Other publications with whicly OSIis
sometimes Involved ore the Staff Notes issued daily by OCE and coverlng, vadons
peographic areas of the world; the OER Feonomie Intelligence Weekly and
Interantionat Oil Developments, the latter wsued biweekly: and Intelligence Reports
fsstied by such offices as OPR, OER, GRS, and OWIL Coordination of items for these
publications is arranged by 1PS,

Current Intelligence Weekly Review

The CIWR summarizes the “top stories”™ of the week, placing them in context, and
attempts to point out trends and developments. A CEWR article is frequently preceded
by one or more related National tntelligence Balletin (NIB) or National Intelligence
Daily (NID) items. Information on arcas of high interest may accumulate over

‘ period of time and provide a basis for a status report. There are two vessions of the
Weekly: the Weekly Review is TS Comint/NFD while the Weekly Semmary s
S/NFD. All items contained in the Summary are also published in the Review

Special topies which normally would be covered in the CIWR but swhich are
developed more fully than usual are categorized as “Special Articles.”™ 7 Special
Articles™ are programmed and coordinated In the same manner as an item for the
CIWR.

Each Monday morning the CIWR Planning Panel meets to consider items for
upcoming issues. The Planning Panel is composed of the OCE area production
specialists plus production specialists from OER, OSR, and the Cartography Division
of OGCR, The proposed items are discossed in terms of significance, timeliness, aceent,
and length. Graphies are also discussed, "Fhe CIWR s limited to 28 pages but the
length of individual articles depends upon their importance, Articles are written in a
style and language understandable to readers at all levels,

{

Coordination is within CIA only and normally is completed by noen Wednesday.

The items are composed wnd printed on Thursday. CITWRs are distributed before 0800

. on Fridays. The Weekly Review (TSC/NFD) is printed in 700 copies and the Weekly
Summary (S/NFD) is printed in about 1,450 copies.

President’s Daily Brief

The President’s Daily Brief (PDB) is an extremely sensitive publication prepared
for the President by the Office of Current Intelligence. Many of the items
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contained thewin are based on lems appeating 1 the NID and the NI O8I
cootdination of PDB items ived on NTS and NI items I tacitly elfected through
coordination of the original NYB or N133 e, Other PDB items are coordinated with
OSI thromgh soomal T0S elianiels. Diseantmation of the PDB s estremely Himited.

Studlies in Intelligenee

Stdies i Intelligence” s oa gquatterdy fonmal Govoted @ fntelligenee theery, .
doetrine, wmed teehnigques, Tt purpose 1y 1o rovide o record of Tonmal professional
thought for imtellience officers on the methodology of intelligence, not its substantive
problems. The hasie publication s elassified SECRET, Cat more highly elassified :
supplements wre dssued. 1 alo contains correspundence to the Editor commenting on
published items as well as a Book Review seetion on iatetligence in apen literature,

No formal progrmming for articles in the " Studies” b attenpted, Althougly many
of the articles are of o walk-n nature, much of its content results from direetion, ‘The
Felitorial Bowrel, at ity meetings, disensses subjects that would make good rtieles, e
insome intanees suggests the bestaathor to undertabe their prepacation.

Contrilmtions for the ™ Studies™ may be written on any theoretieal, doctrinal,
operational, o historical aspect of intelligenee, The fina! responsibility for aceepting or
rejecting anarticle rests with the Editorial Soard. The eriterion for publication is
whether or not, in the opinion of the Editosial Board, the article makes o cortribution
to the literature of intelligence,

Contributions or communications to the editors may come from any member of the
Intefligence Community or, upon invitation, from persons outside. Manuserip' «may
be subzitted through channels or direetly to the Editoz, * Studies in Tnteligence,”

Articles submitted for publication showld reflect o reasonable command of the art of
verbal expresiion. They may be as formal or informal as the auterial dictates; the
main emphasis should he on writing an interesting and readable story.

ltems are edited by the " Studies™ editor and then formally reviewed by the Editorial
Board, which meets four times a vear, Insofar as the “Studies” is concerned, the
coordination and review process almost has been eliminated. There is no action other
than several Editor-Aualyst sessions and the Board review,

The “Studies™ is printed in abont 1,600 copies classified SECRET, ansd receives the

widest possible Gommunity - distribution. “The  Supplement has o distribution
appropriate to its clssification and contrals,
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CIA, INTERAGENCY, AND COMMUNITY INTELLIGENCGE
PUBLICATIONS

National Intelligence Daily (N1D) and National Tntelligence Bulletin (NIIY)

The CIA thromgh it Office of Canent Tutelligence s two high-level current
delligence publications 6 davs woweek, They highlight significant developments
pertinent = inmedinte decisions confronting, npvmlhm.nl or pulu\nmkinu olficinls,
These vy dcations are the Neational fntelligence Daily (the newspaper”) and the
Nationul Intelligence Bulletin, Both we produeed to provide entrent intelligence
bearing on dssues of national security to the President, the Natonal See writy Couneil,
and other seior government officials. Both contain intelligence whicly represents
inmecinte and preliminasy judgmental views, In el iteme errors iy oeeur, but in
miny cases the hest judgaent of the moment must be made.

The publications differ in that the NID contains more sensitive material, in-
cluding items classified at the TR Jevel. Hems are prepared ahnont exclisively by CIA
but wee conrdinated in the Community, T is les widely disseminated than the NIB.
Farthermore the NID offers longer feature stories on issues of viried topical interest as
well as the conelusions of lengthy study, Sueh feature articles in the NID MY CATFY N
author's by-line when in the judgment of the editors the story contuins something
special in the way of analysis or inte rpretation. Such feature stories may he written to
anticivate coming events, to provide a periodie review of i impaortant intelligence
problem, to surfice new analvsis, and 1o air controversy.

ltems wually are generated by analbysts from cnrrent information. Daily morning
staff mectings are chaired by OCE in which items proposed for the nest day are
discused. Representitives of OSR and OER attend these meetings.

Both publications are coordinated interdepartmentally and inteadepartmentadly but
the NIE coordination is more rigorous and formal. Coordination within the Agencey
nay Litke place throughout the day, butitis preferable to obtain intemal coordination
as carly as posible so that interageney coordination can be obtained by close of
business (COB). Late items nay be prepared throughont the wight for either
publication and those for which no coosdination was obliined are o murked. Ttems
originiting in or coordinted with OSEaze processed by the Regional Analysis Division
(RAD) of the Office of Strategic Research (OSR) with the exceeption of those on VIP
health which are handled by OCI.

OSR or OCE analysts may discuss their items informally with analysts in OS1 OS]
amalysts must by no means construe this to be the final coordination and are requested
to inform the C/EB/IPS of such action. When the item is formally received from OSR
or OCIL the proper OS1analysts will he consulted. (See sectior: on coordination, page
16.)

Procedures for processing OSH-originated NID or NIB items are given bhelow. NiD
topics are proposed by the divisions at the OSI evening staff nieetings and, when
possible, a one-paragzaph deseription of the proposed coverage is provided. At that
time the D/SEmay approve the topic, disapprove it, or request that he see a draft of

1
Approved For Release 2001/09/04 : CIA-RDP86T00608R000600220001-2




Approved For Release 2001/09/04-iG1A-RDP86T00608R000600220001-2

the item hefore decisding. 1 the tople ds approved, CZEB/TPS diserssos the suitability 0
sl coverape of the topie with the appropriate DDEofbee, T b agreed it the tople
apparently meets the eriterin for an NI or NHB itemn, the sponsoting OSI division is
tequested to prepaze s dealCol the itens 10 then approved by the braneh chiet, aod
two capies e given to the Pablication Spoelalist for editing, After subsequent division

sl office approval tn principe, the deaftitem s trmsmitted by 105 to the appropriate
DD olfice,

After DD editing by the OSR/RAD Production Officer, Hems are then relumed to )
OSI for formal approval. Subsequently they are provided By OSR or OCH o other CIA
offices, DIA, State, and cther USEB agencies for formal coordination, 10 s suprprested
that wuthors of OSEorginated items beformully diseoss then with isterested patties in ‘
CIA belore the formal coordination oceurs, Dugng formal coordination within and
ontside the Agency, the analyst is responsible for assuring that he recelves appropriate
conenrrences and/or brokers comments and changes with those reviewsng the item,

The NID and NIB are generally written in aewspaper style (iverted pyramid). The
significance of the item should wppear in the fint paragraph, The significance
probabbye will hinge on the apalast's being able to point ont some real or potential
application of o scientilic development or research to specific military, politieal,
and/or cconomie situntions, Normally an NID or NEB itew, will contain certadn facts
and the significant intelligence conelusions that can be dras n therefrom. While some
rationale for reaching these conclusions sy he included, it can be generally omitted
s it i assumed that the busy reader will not take the time to follow the perhaps
lengthy reasoning that an analyst goes through to reach his conelusions.

I should be assumed that the reader of the NID is not a scientist and for Sais reason,
itis not desirable to use technieal terminology: when such terminology is required, it .
should be defined in lay terms,

Iemws prepated by OST shonld be short (generdly on the order of one to two letter
size: pages) although an oceasional “feature” (longer) item may be acceeptable,
Furthermore short paragraphs are desirable,

NIO Publications

In 1973 Navonal Intelligenee Officer (N1O) positions were established to oversee
major aspects of intelligence in certain geographic and subject areas.® The NI1Qs
represer Can extension of the DCEs autherity as head of the Intelligence Gommunity
(as opr.osed to the directosship of CIA), Among NIO responsibilities are the initiation,
coordination, and geperal supervision of certain national intelligence prodvction for
the high-level poiicymaker. This  production includes specifically the  Special .
Memorandum, the Interageney Itelligence Memorandum, the National Intelligence
Analytical Memorandum (NIAM), the National Intelligence Estimate (NIE), the
intelligence contribution to National Security Study Memorandums (NSSM) and
Net Assessments, Drafting of such production is assigaed by the N1O to one or more
CIA offices und/or other members of the Intellivence Community.

25X1A 12
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Spectal Memarandum - The simplest type of Fnlshied intelligence produced ander
the direet supervision of wn NTO is the so-called special or spot memorandum. Thew
are sty produced i response 1o o speetfie reguest, sieh as support for the Seeretary
of State on a tip abroad. They e usuatly confined to one subject tiat ean be treated
in three or four pages, (See Section on fnformal OS1 Production, page 7.)

Interaprency antelligence Memorandum-—Woader and more complex subjects,
ustnlly intended for o constderably Largrer (vet still high-level) nudience than that of
the spot memorandum, sometimes tuke the form of the Tnteragency Memorandum, As
the name implies, they are the eoordinated effort of severnl agencles and they carry on
n hard cover the seals of participating agencies i there sre no more than three, They
normally contuin an overview section that precedes the paper itself and contain o
problem statement, the scope of the treatment, and the principal areas of concem to
US interests,

National - Intellipence Analytical - Memorandum—"The  NIAMs  are “juniar
estimates™ of fmportant policy concern. They do not have the high priority of
National Intelligenee Estimate (NIE), however. They are drafted by one of the regular
production offices of the Intelligence Community and are fully coordinated within the
Community and concurred in (normally by phone) by the United States Intelligence
Board (USIB). The argument of the analysis and the supporting evidence are normally
exposed in some detail. ‘The NIAM has the same estimative function as an NIE, the
principal conclusions that have emerged o - the long process of drafting,
coordination, and concurrence are set off in a speclar section.,

Nattenal Intelligence Estimate—NIEs and their subset, Special National
Intelligence Vstimates (SN1ES), are designed to provide estimative intelligence on
policy matters to the members of the National Security Couneil. Both are fully
coordinated within the Intelligence Community and are carefully reviewed in the
USIB before publication. Estimates present the definitive intelligence position. Some
estimates are put out on a fixed (usually annual) schedule, while others are
comraissioned as the need arises. The SNIEs are estimates proposed in response to
policy problems that have arisen «uddenly or unexpectedly. NIEs are normally brief;
required back-up material is presented in annexes. A Memorandum to Holders of an
NIE is produced when new information becomes available which significantly alters
one or more of the judgments contained in a published NIE but which does not
necessitate o major rewrite,

National Security Study Memorandum—The NSSM is a paper requested by the
National Sccurity Council to provide background for a specific national policy
problem such as nuclear test han verification. It is not an intelligence paper but may
contain important intelligence inputs.

Net Assessment—"This publication is an estimate of a foreign nation’s capabilitics
and intentions in a given field of activity contrasted with the capability and intentions
of the United States in the same field. As in the case of NSSMs it may contain
important intelligence inputs although it is not basically an intelligence paper. Net
assessments support policy planning at the National Security Council lev L.

More specific guidance as to the appropriate format and stvle for most of these
publications cun be found in the QCI Guide to Presentation.
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OS1 contributions to N1O publications wre ander the direet supervision of the Office ’
of the Director, OSI and are manitored by the Executive Officer, who should he
promptly informed through Division channels of any self-initinted actions or othes
luded on directly by the N10O,

Contributions to the N1O papers inay be initiated either in response to tasking by an
NIO or ocensionally on O8I initintive. An OS1 Division nmny declde to make an
unsolicited  contribution i it feels that it has something important to say on the
subject, Divisions are made wwiere of this type of plunned or in-progress production by '
the weekly WO report, **Status of Work in Process,” o copy of which Is distribated to
cach division on Friduy meming,

significant contribution, a Project Officer (usually a senlor analyst from the Division
providing the major input) is assigned to monitor the substantive aspeets of the paper
through the various production stages, Division contributions ure submitted to 1PS for
preparation for OSH Intelligence Board review and subsequestly cidhier sent direetly o

i
In the cose of major national intelligence papers to which OSI expects to make o 1
the reqaestors or to the Executive Seeretary of the USIB Committee ¢neerned, 1

14 o
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STYLE

Despite what some OSTanalysts frustrated by tie review and editorial peocess may
sometimes think, OS1 products are not supposed to read us if written by the composite
bureanerat. 1t is not Office poliey to reduce each puper to a dull, standard style, tn
the contrary, it is the intention of O81's reviewers and editors to leave untouched as
meth s possible the anthor's orginal words, There is no OS2 house™ style like that of
Time magazine or that of many intelligence publications, Theie are some minor
conventions—in spelling, compeunding, place naines, abbreviations, transliteration,
punctuation—which wre adhered to in OSL But these conventions are matlers
of detail and, though editors are convineed they add to the image of quality of
the puper, they do not alter the general impact of style of the paper. Inract, if an
analyst has thought his subject thiowzh and knows what he wants v say, chanees are
good that his puper will suffer little change during the review process. The analyst may
anticipate sorae revisions, however, il his puper contains:

imprezision or aimbiguity

luck of logical progression irom one idea to the nest

unclear coordination and subordination hetween parts

inadequate support {or conclusions

sepertuous data or ideas not necessary Lo support the paper's conelusions
amission of points needed o presert a complete idea

too much technical language to be understood by a faidy wide audience
repetition

snecial werminology that is not adequately defined or consistently used
jargon, slang, or “cute”™ expressions not in harmony with the seriousness of the
sulyjeat

poor grammar and syntax

*

The more serions of the problems listed can be avoided by good planning and
outlining before and during the writing process. Discussions with branch and divisions
chiefs in the carly stages of writing can be very helpful. Production specialists and
other IPS specinlists are prepared to offer advice to a writer on how to organize his
material at any stage of preparation or to answer questions on specific problems.

The following are some of the standard editovial references used in QS1:

U.S. Government Printing; Gifice Style Manual, Revised Edition, January 1973,
Washington: 1973,

The American Heritage Dictionary of the English Language, William Morris,
Ed., American Heritage Publishing Co., Iue., and Houghton Mifflin Compuny,
New York: 1969.

Abbreviations and Acronyms, IPS 73-1, OSI, April 1973 (U).

Geographic names should be those approved by the US Board on Geographic
Numes (BGN). These are currently available in the form of NIS Gazetteers on the
US5iKt, the PRC, and other countries,
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INTEROFEFICE INTELLICGENCE COORDINATION

Agenay finished intelligence publications are expected to reflect the best analvsis
that CIA ¢ 1 ioduce, TUEs important, therelore, that all such publications benefit
from the vie ty of knowledge nnd experience available throughout the Agency and be
approprintely  coordinated. In wccordunee with Ageney directives, GS1 finished
intelligence will be coordinnted with other DDS&T of(ices, DDL and DDO offices,
and, when pertinent, OMS. Also in azzvordance with Agency directives, non-Osl
finishea intelligence, Including that prepared by other DDS&'T and DD1 components,
which incorporates SA'F materdal for which OS1 has responsibility, Is coordinated wiin
OSI.

Coordination is formal agreement on the major substuntive aspeets of a paper and is
sought from all components which might have analytic findings and judgments to
contribute, Coordination does not mean that disagr.ement is to be glossed over nor
will coordination be pursued beyond reasonable time Hmits, Biferences in views on
major issues, if 2ot resolved, shall be stnted clearly and forwarded to higher authority
for reconcilintion.

1?8 serves as the focal point for coordination of both OS1 and non-OSI production,
but OSI analysts are encouraged to participate in working-level consultation with
analysts in other divisions and offices. The free exchange of ideas, information, and
eriticism is indispensable for the production of sound intelligenee. An OSHE analyst is
zesponsible, however, for making certain that analysts with whom he deals in other
components  understand  that such  consultation does not constitute  formal
coordination and  that IPS arranges all formal OSI coordination of finished
intelligence.

When asked through formal OSI channels to review iterss produced by other offices,
OS1 divisional personnel will give them sufficient priasity to meet established
deadlines. In the case of current intelligence items, ample time must be allowed for
OD/51 review,

When consulting representatives of other components about 08! papers, QS1
analysts should be aware that other offices also have formal procedures for
coordination  and that sworking-level agreement does not constitute  formal
coordination by these offices.

In serving as the focal point for coordination of non-OSI1 papers with OSI, 1PS will
attempt to reconcile any differences on such papers between O8I divisions and the
producing offices. I IPS is able to reconcile such differences, it will certify that a
publication has been coordinated with OSE 1 IPS is unable to reconcile differences,
the problem will be referred to the OD/SE.

A replica of the OSI routing sheet for formal coordination and approval of non-0$I1
produced intelligence item is shown below. Signatures (analyst threugh Director/SI)
must be obtained prior to the deadline indicated on the routing slip.
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SECRE

The attached has been prepared by OSR for the

NIB DDI Intell. Mcmo
CIWR OQther
NID

COMPLETLE OSI concurrence or SUBSTANTIVE comments on thosc parts
that fall within your arca of responsibility arc duc EB/IPS by

e

Analyst's Div. Chicef's 0oDb/SI
Division Initials Initials Initials

Plecasc indicate the strength of your comment below:

[/ Concurs

[ "] Docs not concur unless the revisions on page(s)
arc adopted.

[/ Concurs and offers the attached comments as suggestions.

REMARKS:

EB/IPS
9260 Red
8429 Gray
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The conrdination of wll current fntelligence Hems submitted to OSH for coordination
must be upproved by the OD/SL These nelude the President’s Daily Bref (PDB) the
National Tntelligence Dally (NID), National Intelligence Bulletin (NTB), the Current
Intelligenes Weekly Review (CIWR), Intelligence Memorandun, [IMs), and DG
briefings,

AL OST finished-intelligence dralt papers are sent by 198 to designated DDO Faison
points, to DT olfices, and to any other office with which cou,Moation Is destred. Five
days nondly are ulloted for review but this time may bie redueal for gquick respunsy
iwems, 1S wiil try to oblain cocrdination on these pepers with the pertineny rtsicde
office hefore the OSE [ntelligence Board {1B) meets, so that Board members muy
diserss any coordination problems at the 13 meeting. [PS also will obtain, as nee, ssary,
coordination on pust-18 drafts with the office(s) concerned. 11 enordinndsn on any of
these paprrs is vot achieved, 1S will refer the pertinent item to the OD/SI for resolu-
tin.. OST papers which ast be coordinated include STIRs, IMs, the SID. and the
Weekly Surveyor, The Daily Surveyor is no - coordinated with other offices beeause it
s ot cirealuted outside CIA, Contribution to national estimates are not coordinated
with other offices beeanse conflicting views are taken into censic >ation ot later
s ages of the estimate process,

Because of the preblems inherent in current itelligence coord;.ation, the following
is tuken from w memao dirceted Lo interagence: s coordination of enrrent intelligence: it is
applicable to intra-ageney coordination as well.

“Next to accuraey, the most important Tactor in the usclulness of current
intelligence is timeliness. If timeliness is to be achieved, it is simply not possible or
desirable to indulge in lengthy, drawn-out sessions for the coordination of
interdepartmental (or intradepartmental) views. Gurrent intelligence documents are
not the forum in which to resolve basice ditferences of views. On the other hand, the
existence of hasie differences mast not be permitted to block puldication of significant
current intellige..ce.

“In general, the nature of current reporting iz such that basic differences on
substantive matters should not often arise. Most of the reporting deals in a lurgely
fuctual way with current developments which are interpreted or placed in the contexi
of other current developments or factual reports. While there is room for differences in
the selection of facts and their interpretation, these differences generally can be
resolved informally by working-level contacts between the agencies or within the
Ageney.

‘Estimates or projections in current intelligence occur less frequently and ure
normally short-range. These are often conveyed more by the factual hackground
against which o new picce of intelligence is presented than by a direct statement.
While the chances of dissent are possibly greater when an “‘assessment” is made,
dissent is only likely to oreur where a sharp difference exists within the government
which kas not been resolved by MIEs or other busic efforts to thrash out the problem.”
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INDEXING AND AVAILABILITY OF OSI PUBLICATIONS

IS maintains an indexing system of STHS and 1My by generad subject area, by
anthor, and by division, SIDy and Surveyor items are indexed b division and anthor,
I addition, the Monthly Review provides o qquick means for lovating publications. 4
veusly index of all DDS&T publications in ubont 30 subject and 8 geographic areas is
also prepares). GRS also can provide muchine runs by subject.

Records Center is the normal place to aequire hard copies of OSE publications (use
Formn No, 490 7-67 and semd through DCER/OST). However, 1PS maintains a lmited
namber of Lard copies of OST publications for rash requests, and all OS1 publications
are now being put on microfische (NMA), printouts and dinzas of which can be
obtadred aoumgh 1PS, Copies of lists of references for STIRs and IMs are availuble
Fom 128, Referesced master copies of the SID and the Surveyor are available in 198,

ORGANIZATION OF OS1/1PS

C/1PS

25X1A

EDITORIAL BRANCH

STIRS, IMs, ctc.
NIB, NID

SInL

Surveyor
Monthly Review

20
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DOCUMENTATION OF OSI PUBLICATIONS

To ussure that all OSE publications hear proper elassificntions and controls and to
fucilitate—within established guidelines—the relense of OSE-produced fntelligence
publications to foreign Intellivence Services and contractors, anulysts must provide the
@ Intelligenee Production Staff with o listing of all souree documents used in the

preparation of all formal OSE publications (Daily Surveyor, SID, STIR, IM, RP),

[t is OSI poliey 1o produce intelligence at whatever elassificntion and control levels
are required o present clear and well-ssupported intelligence conclusions. Tt s,
therefore, necessary that the analyst use all material availuble o bhim in preparing his
report, I the analyst abstracts materdal from a document that carrbes clussificat? ms or
controls that exceed the normal classification and controls lanitations of a publication

25X1A  (i.e. BUO, CIA TUOQ, —). he should nonetheless inelude sueh materal and cite
. the proper eezs=nees so that TIPS can request permission from the originating agencey to
" make special use of sneh information.

25X1A

Handle via TALENT-KEYHOQOLE-
COMINT Channels 21
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Publications Seeurity OFheer b 1S eanreguest e lsasiee of an FIR o pernlsdon o

, e the dnformation o the eable withont aswaiting, s fsamee, Fhe analvst should
provide the followhy infonmation: CIA, post of arigin, cable nonmber, date,
chissilication amd controby, (See figne.)

Foobtain the widest posible dieemination of OST reporte, 1Uis destrdhle to publish
them at the Jowest possible elssification. Under certain conditions, the eliification
of itewms or reports muy be lowered and controls may be omitted, Only cettabn Ageney
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ups have items and/or paragraphs that are individually classified and controlled. If
such material is used, the elassification of the item or the paragraph used is the
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generally based oxvacsingle report which is noted in parentheses and placed at the end
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